Hours by Account Template - Report Instructions

Use this report to display the hours by accounting template (for example, Department of Transportation).
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2. Click the Enter button @ or press
Enter to continue.

3. Reporting Period — Choose a period from
the list.
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4. There are a couple of ways to search ST
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E:} = [ [ Kentucky Hurnan Resources Inforr © 10000001 oo 01/01/1900 Unlirited
b Utton to € nte rmore tha none b O [ kentucky Benefits Orly 0 10009000 99990 01/01/1900 Unlimited
Pe rN r = [ [ commorwealth of Kentucky  © 10100002 01 01/01/1900 Unlirnited
* I [ O Legislative Branch O 10100003 09 01/01/1900 Unlirnited
B [0 O Judicial Branch 0 10100004 19 01/01/1900 Unlimited

H ~ O [OE tive B h O 10100005 29 01011900 Unlimited
5. Click the Execute button or press F8 o esehe Sranc e

O [ General Government € © 10101118 31 01/01/1900 Unlimited
to execute.

b T [l Transportation Cabinet © 10101918 35 01/01/1900 Unlirited
b [ [ Economic Developrent © 10102474 26 01/01/1900 Unlirmited
b O [Finance and Adrministra O 10102499 39 01/01/1900 Urlirited
b 3 O Tourism, Arts and Herit © 10102953 S0 01/01/1900 Unlirnited
b [0 [ Education and workfor O 10104223 51 01/01/1900 Unlirnited
b O [ cabinet for Health and © 10104572 53 01/01/1900 Unlirnited
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6. The report displays.

Export to Excel

[0 [ Justice & Public Safety © 10105330 o4 01011900 Unlimited
[ O Personnel Cabinet 0 10105869 55 01/01/1900 Unlimited
[ [ Labor Cabinet O 10105914 56 01/01/1900 Unlimited
O [ erergy and Emvironmer © 10106000 57 01/01/1900 Unlirnited
O [ public Protection Cabin 0 10106299 53 01/01/1900 Unlirmited

e From the menu bar choose:
List = Export = Local File

[ Save list in file...

In which format should the list
K| [ D]
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O Rich text format List Edit Goto WViews Settings System Help

be saved 7

QHTHML Format (-] /40 C@e8  DHE DL BE @
QO1n the diphoard HOURS BY ACCOUNTING TEMPLATE
PERS NO. [DATE [afa [caTsH. [accT TEMPLA_ [WORKORDE. [OVERRIDE UNI | OVERRIDE ACTIV. | OVERRIDE LOCATIO. [ ACCT TEMPLATE MAME
12/29/2011 | ANLL 750 B
L4 ChOOSE‘ SpreadSheet. 12/29/2011 | 1REG 525 | TGADZR DRIVER LICENSINGROAD | [=]
12/29/2011 | 1REG 225 | TGALTA [ ]
H B 12/29/2011 | GADL 050 | TGADZR DRIVER LICENSING-ROAD [T
e Choose the file location and type the e
. 12/29/2011 | 1REG 525 | TGADZR DRIVER LICENSING-ROAD
f| Ie name. 12/29/2011 | 1IREG 225 |TGAL7A oL

12f29/2011 | ANLL 7.50

12/29/2011 | ANLL 7.50
H 12/29/2011 | ANLL 7.50
b Cl ICk GEHEFEItE . 12/29/2011 | 1REG 750 | TGADER MOTOR CARRIERS

12/20/2011 6ADL 0.50 TGAD3R MOTOR CARRIERS

. 12f29/2011 COMP 7.50
7. Click the Back button or press F3 to BRI aT 7

12/29/2011 | IREG 5.25 |TGAO2R DRIVER LICENSING-ROAD

. 1229/2011  1REG 2,23 |TGAL7A oL
return to exit the report. 12/23/3011 LA 750
12f29/2011  ANLL 7.50
v 1220]2011 ANLL | 7.50
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